Guide: View All Electronic Records in One Folder (Windows Explorer)
(aka KCIT Warrington Method)

Folders are often used to organize electronic records on Shared Drives, Network Drives and on PCs so that records are
grouped by category, function, subject, etc. This can be good practice for managing active records, especially if the
folders are created in accordance with guidance on File Plans provided by the Records Management Program. Ideally,
the folders should also mirror the folder structure in KC ERMS which helps to ensure that filing from Outlook to KC ERMS
is a seamless process.

Filing to KC ERMS requires that each folder is opened individually and actions are taken to that particular folder’s
contents. It is not possible to file the contents of multiple folders (or subfolders) at the same time. This can be
burdensome, especially if the folders are complicated or do not align with a KC ERMS folder structure.

This guide explains how to flatten a folder structure so that all records in a particular folder or drive can be viewed and

acted on in one place. Please follow the steps below.

1. Open Windows Explorer and navigate to the Drive or Folder in question.
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3.

4. The viewing pane of Windows Explorer will then display all files within that parent folder or drive (even if they
are actually in subfolders).

In the screen field enter “.

" xn

then press enter

& Agency Specific

ZM\_Guides Tips

l Rowe draft short videos
© Z\_Guides Tips\2015 Demo Videos

’ 2015 Demo Videos

M\_Guides Tips

Name Date modified Type =

mmERMS new iccues hi. - 1/13/20156:37 AM  File fol
Guide-View-All-Ele... §9/30/201512:59 PM  Micros
|| 51F800Etmp 9/30/201512:58 PM  TMP Fi
Guide-View-All-Ele... §9/30/201512:58 PM  Micros
Outlook-Guide-Vie... §9/30/201512:18 PM  Micros
KCERMS_ExportSear... § 8/27/201511:26 AM  Micros
&| Declare as Record 8/20/201511:13 AM - MP4 Vi
B)| Declare as Record 8/20/201511:13 AM MP4 Vi
=| Batch Filing 8/20/201511:10 AM  MP4 Vi
=)| Batch Filing 8/20/201511:10 AM  MP4 Vi
E)| Adding Favorites 8/20/201511:04 AM  MP4 Vi Select a file to preview.
=| Adding Favorites 8/20/201511:04 AM  MP4 Vi
'@ Basics of King Coun... § 8/13/201510:25 AM  Adobe
Managing-KC-ERM... | 7/30/2015 3:41 PM Micros
MissingStuckFiledE... | 7/28/2015 3:19 PM Micros
'@ Removing-Favorite... §6/18/2015918 AM  Adobe
Removing-Favorite... §6/18/20159:18 AM  Micros
@ Adding-Favorites-i... J6/18/20159:16 AM  Adobe
Adding-Favorites-i... J§6/18/20159:15 AM Micros
T Managing-KC-ERM... | 6/17/201510:45 AM  Adobe
(B Momentum-plan 6/5/2015 812 AM Micros
'@ Employee On-Boar... J§5/20/20159:39 AM  Adobe -
[ m | 3

5. You can then review, analyze or act on any or all of the records at one time; including filing them to KC ERMS. If
the records are all going to the same destination folder in KC ERMS, you can select all, right click, and select File
to KC ERMS As: New Document; then locate the folder to file them in KC ERMS and complete the declaration
process.

When viewing/managing records according to this guide, the records are not actually moved from their existing
folder location (unless they are deleted or filed to KC ERMS from the search screen).

Note: users are still responsible for properly managing their records and ensuring that the records are filed to
the correct category, matter and folder within KC ERMS.



